
 
 

  FMLA Leave Workflow 
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 *If FMLA leave is intermittent, HR also completes the top 
 part of the HR60 and sends it to the supervisor; supervisor tracks 
 leave and meets with employee every 30 days.  

 
 
 

HR receives HR-28 and/or HR- 31 
(Forms must be signed by the 
supervisor before the FMLA 
request is processed by HR) 
 

HR reviews employee’s 
weeks of service & hours 
worked in last 12 months  

Is employee 
eligible to 
use FMLA? 
FMLA? 

HR sends employee 
WH 381 Rights&Resp. 
with copy to 
supervisor 

HR sends employee WH 381 Rights&Resp. (copy to 
supervisor) and appropriate Certification of Healthcare 
Provider Form – notifies Time Administrator by e-mail 
Form; HR enters FMLA quota in ISIS-HR 

Employee submits Certification of Health 
Care Provider Form to Human Resources 

Employee’s 
leave processed 
as regular sick 
or annual leave 

HR reviews employee’s Certification of 
Health Care Provider Form 

Is leave 
designated 
as FMLA? 

HR sends employee WH 
382 Designation Notice/ 
copy to supervisor; HR 
reverses FMLA leave in 
LaGov HCM (may 
require PPA) 

Employee’s 
leave processed 
as regular sick or 
annual leave 

HR sends employee WH 382 
Designation Notice/ copy to 
supervisor* 

HR sends employee 
WH 382 Designation 
Notice/ copy to 
supervisor; HR 
reverses FMLA leave 
in LaGov HCM (may 
require PPA) 

Employee’s 
leave processed 
as regular sick 
or annual leave 

Time Administrator enters FMLA 
hours into LaGov HCM each pay 
period 


